Required Paperwork For:
New Permanent Hires, including Re-hires

Required Paperwork For:
Hiring Current Employees

Required Paperwork For:
Hiring Temps, Permits, Interns

Salary Approval Worksheet

Promotion Job Offer Letter

Salary Approval Worksheet

Vacation Acceleration Worksheet

Employee Job Change Form

Temp Job Offer Letter

Job Offer Letter

IT Service Desk to set up computer and phone

Hire Form, with Healthcare Marketplace Notice

Hire Form, with Healthcare Marketplace Notice

Supervisor's Guide to Orienting New Employees

Temp Acknowledgment Form

IT Service Desk to set up computer and phone

Driver's License Program

IT Service Desk to set up computer and phone

Supervisor's Guide to Orienting New Employees

Employee ID and Access Card

Supervisor's Guide to Orienting New Employees

I-9 verification is now completed electronically. In
the Job Offer letter to your new hire, there is a link
instructing the candidate to complete their portion of
the 1-9. Within 3 days of hire, the candidate needs to
present their original I-9 documents to your
department's I-9 representative to complete the
electronic process.

I-9 verification is now completed electronically. In the Job
Offer letter to your new hire, there is a link instructing the
candidate to complete their portion of the I-9. Within 3
days of hire, the candidate needs to present their original |
9 documents to your department's -9 representative to
complete the electronic process.

W-4

W-4

Declaration of Outside Employment

Electronic Communication Policy

Driver's License Program

Electronic Communication Acknowledgment

Electronic Communication Policy

Nepotism Policy

Electronic Communication Acknowledgment

Anti-Discrimination, Harassment & Retaliation Policy

New Employee Orientation Enroliment

Phone and Voicemail Guide

Benefits: Medical Plan Descriptions

COMET-HR Self-Service Guide for Direct Deposit (see page

6)

Phone and Voicemail Guide

Employee ID and Access Card

Review Drug and Alcohol Policy

COMET-HR Self-Service Guide for Direct Deposit (see
page 6)

Employee ID and Access Card
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http://wcms/wcm1/groups/public/@hr/documents/webcontent/wcms1q-003701.doc
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https://minneapolis.service-now.com/Self-Service/products_and_services.do
http://wcms/wcm1/groups/public/@hr/documents/webcontent/wcms1q-004827.pdf
http://wcms/wcm1/groups/public/@hr/documents/webcontent/wcms1q-004827.pdf
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https://minneapolis.service-now.com/Self-Service/products_and_services.do
http://wcms/intranet/finance/riskmanagement/license/index.htm
https://minneapolis.service-now.com/Self-Service/products_and_services.do
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http://wcms/wcm1/groups/public/@hr/documents/webcontent/wcms1p-023564.pdf
http://wcms/wcm1/groups/public/@finance/documents/webcontent/wcms1p-103048.pdf
http://wcms/wcm1/groups/public/@finance/documents/webcontent/wcms1p-103048.pdf
http://wcms/wcm1/groups/public/@hr/documents/webcontent/wcms1q-004840.pdf
http://www.minneapolismn.gov/policies/policies_electronic-communications-policy
http://wcms/intranet/finance/riskmanagement/license/index.htm
http://www.minneapolismn.gov/www/groups/public/@clerk/documents/webcontent/convert_263379.doc
http://www.minneapolismn.gov/policies/policies_electronic-communications-policy
http://www.minneapolismn.gov/policies/policies_nepotism-coversheet
http://www.minneapolismn.gov/www/groups/public/@clerk/documents/webcontent/convert_263379.doc
http://www.minneapolismn.gov/policies/anti-discrim-harass-retaliate
http://wcms/intranet/hr/training/new/WCMS1P-023099
http://wcms/wcm1/groups/public/@bis/documents/webcontent/wcms1q-003159.doc
http://cityofminneapolis.welcometomedica.com/page/61
http://www.minneapolismn.gov/www/groups/public/@hr/documents/webcontent/wcms1p-147706.pdf
http://www.minneapolismn.gov/www/groups/public/@hr/documents/webcontent/wcms1p-147706.pdf
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